Accessing the NBS Travel System
“Sandbox” via the NIH Portal

The first time you access the NBS Travel System “Sandbox” via the NIH Portal, follow the steps checked
in the FIRST TIME column. After that, follow only the steps checked in the EVERY TIME column.

FIRST
TIME ACTION

ACCESSING THE NIH PORTAL

| Launch your web browser. Note: Internet Explorer is recommended.
Type in the following web address; hitp://my.nih.gov. E
| Result: The NIH Portal Login page appears. |

SIGNING IN TO THE NIH PORTAL
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Accessing the NBS Travel System
“Sandbox” via the NIH Portal

ACTION

A COMMUNITY TO YOUR NIH PORTAL PAGE

e Select the m tab in the top left portion of the screen.

* Select *Edit Your Memberships® from the drop down menu.

E o Select the folder (near the middle of the screen).
_| Result: The list of available NBRSS communities appears.

e Select the check box for the NBRSS Travel Users community.
[¥ NBRSS Trawvel Users

Community for users of NBS Travel System

E o Sajiot | ADD TO MY MEMBERSHIPS >> |

- R 1

o In the top right portion of the same screen, select | LEINISH
Result: Your default Community Portal pase appears.

ACCESSING THE NBS TRAVEL COMMUNITY AND THE “SANDBOX" LINK

BLUriein ety » Select the ‘Communities’ tab and select “NBRSS

E | Edit Your emberships Travel Users’ from the drop down menu.
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Result: The NBRSS Travel Users Community page appears.

z I BRL | NBRSS Application Launcher section, select the Sandbox link.

Result: A new window containing the Gelco Travel Manager login screen B
appears.

LOGGING IN TO THE NBS TRAVEL SYSTEM “SANDBOX"

E e Enter your NBS Travel System “Sandbox™ User Name and Password. Z

[Maote: This_wi.]ﬁm bil:lﬂcusii.k!.}: 1 E.L !i}'ﬁiﬂT_n_ﬁ(;cs_.ii‘:'E_J_

o Select EZEND i E

i_f;“',“{-{ g{%s@% nbrss NEED ASSISTANCE? Contact TASC by phone at 5-NBS7, by email at tasc@nih.gov
1\:}- 3

by ittt Bl <<<<mailto:tasc@nih.gov>>>> or on the web at <<<<http:/fsupport.cit.nih.gov>>>>,
.|~1'Epﬂe AT A RO PSR PRIRN

35103



